APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY oF STATE |
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76=RM=1 for instructions on completing this form. Forward signed ofiginal w
Department of Archives and History, Records Managemaent Division, 330 Capito! Avenue, Atlanta, Georgia, 30334,
Atmsntion: Scheduling Section. o

FOA AGENCY USE 1. Agency Address FGR RECORDS MANAGEMENT USE
Application D“'__ Dept. of Offender Rehab. - | Aetication Number
#2 Martin Luther King Jr. Dr. _ 8 3 8‘5‘. q
{ Application Number _ Atlanta, GA 30334 _ ' Dets Compieted
| 'Jun's 1983 | JUN 21 1683
2. Person to Contact o Working Titls : ) Telephone Number
I Susan Davis - ) o . Records Mgt . ‘Officer : 656-5561 : '
3. Agtion Reguested o ) T N - IR

8. 8 Estabusn Retantion Schedule; rcoord will continue to mmulm
b. O Disposs of prasent accumuletion; no further sccumulation lnncrpated

Q Amend Agghgnon No. : O] Cha O Supercede; 0O Void
4. Datu of Sariss s. Rmrd: Sarias Title (fallomdby tite used in aoffice; if d:ffsrenu
Earliast Latest

1982 | Present Sundown Count Forms (Agency Wide Common Schedule)

6. Division and Offics Function ~ ~ " What is the furiction of the Division and the Office in which this racord saries is created?

The Custody and Security thision s are respon31b1e for the custody, treatment and
security of inmates in state and county :mstltutlcms. :

7. Recurd Series Description This file contains the foﬂcwing documents (mt:a'udaI form wmbers and titles, if anyl:
Attach ssmpies of the file.

Documents relating to: Sending daily information regarding immate population to Central Offlce ,
- by teletype.

Included are: "Sundown Count"” forms which list total inmate count by General
assignment, Special Needs (Isolation/Segregation, Transient,Medical

e

B ' ) and Mental Health) and Non-custodye.

st

Fila is arranged: Chronologically" . A e R
." N T T
8. Monthiy Referance Rats How often are records referred to which are: -
Ona to six monthsoid 0. Seven to twalve months old __0_.__: Thirtesn to twenty-four months o!d 0 ;
twentv fwe manths and older ....._.__..? __; _ L T L _
9. Annual Rnu of Accumulation of Records . 7 2 _ ' h
Lereee gize drawars ¢ Logal size dravars —o i Shelves :Otter (socity) m

- .
- - . L o~

A _BA_T1: Sa. TR




:I’d. mnaiu lﬂa an “X” in the pr_ge_r eo#uan ) _ ' . ] ]

55

YES
1 x a. Istmsﬂ'sacff'clalcnwofﬂ'lcurm? . : . ot
_ I not. whera i it? :
x b. Does the swias contain confidential mformatlon requiring security handling?  If ves, cite law or regulation.

b4l K - Isthssa\malrmd? '
d. Does this seriey have historical or lmmm research ulue’

e Vﬂaenomortwodowmentsmﬂnhhmakestmoassarvtohepthenﬁnﬁhforahngmnod courd:hesc

N/p documents be scheduled saparaialy?

RN O lammmwwmmw

g. ls the mf'o:mauon contained in this series ever analyzed andlor recorded in a summarized report?

X
. If vea axtach coov. :
% h. Is thers a duplication of this series in your office, or in anothaer office or agency?
iHyes where?
Xl L WMMWWM?
X L. Does the record serias result in a comouter printout?
1. ﬂmﬂon quummlms " The following requires the sariss to be kept:
‘s Sutelaw - ' ___yesrs. d. Audit period years.
b. Statute of limitation : : . .years. e, Administrative need 0 years.
c. Pederal law — i years, ¢. Federal remention instructions years.

Atrach mpvorexcertof laws of regulations. Explain adtrummatm need. .
Not needed once data is transmitted to At]anta
. . since co o -
n ar. ‘ py of teletype is maintained for .z

o A - .

12 Apuuvtd Dispasition Inmunlom This agency recommnnds that tha file ssries be cut off at the endd of uch
"3 Calendar Yesr: O Fiscal Year: (3 Other ~anth then,

monthis) 30 days  year(s); then

¥ Hold in ths current files area

O Transfar to local holding area; hold year(s}; then

Q Transfer to State Records Canter; hold year(s); then
X1 Destroy.

O Transfer to State Archives for permanent retention.

0 Odvwer (Specify)

Them instructions appiy to all prior and future accumuiations of the series.

m (Signature) ~ Date R@ds Management Offices {S;‘@atunl 7 _Djre

A Stte Records Commitwae (Sigrature) ' Date

Recommandations in para- = . T
graph 12are approved. - '] Stats Auditor/Desigriee M—# ) 14 -7 '8}

{if disspproved, attach letter ,
of expfanation.) . :x etary of State/Designes W W b/ 1Y / 73

!

i

R et . ‘ : —
r— mf-nevG«m W“W ‘;;éff{‘\_




